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Process

L earning Obijectives

= Define terms, concepts, and procedures
related to the rehire process.

= Use transaction code PA40 for processing
rehires.

= Complete the re-employment process of a
retiree.
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Chapter Overview

Entering information for individuals rehired by a state agency is a two-step process.
Step 1 is verification of individual’s previous employment with the state. Step 2
involves using transaction PA40 (Personnel Actions) to enter personnel
information. The Rehire action is very similar to the Hire action. If the employee
has a master data record, review infotypes for accuracy and modify as needed.

@ Important!

e An agency may rehire an individual only if the person is a former employee of
the agency. If the rehired employee or retiree worked for a different agency,
send the rehire paperwork to OPM for processing.

e A former employee terminated prior to June 24, 2001, and rehired after June
24, 2001, is treated as a new hire because their employment record is not in the
AASIS system.

e A former employee who worked for the state after June 24, 2001, has a master
data record in the AASIS system, and is treated as a rehire.

Verification of Previous Employment

Prior to entering new hire information, the hiring agency must verify previous
employment by using transaction PA20 to search by the social security number.

Action Steps:

G .

1. Enter PA20. <Enter>
=

kenu Edit ites  Extras  Systermn  Help
@‘F’MD%Z @l QB & e e | 2 S

SAP Easy Access AASIS MENU
L3l [=] [~][=]

I [ Favorites

= s SAP menu

C Office

[ Logistics

[ Accounting

] Hurman Resources

TR T
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In the Personnel no. field, enter =c..#####H#HH## (Where ### is the Social
Security number.)

2.

3. <Enter> .

HE master data Edit

G . .
3 el

Goto  Extras  Lhtilities  Settings System  Help

dE@a@ 2 EE aNLa EE @D

@ =| Display HR Master Data

Personnel no. =c. 999192811 <iz

4. Select Personal Data (IT0002).

5. <Display> S .
HRE master data Edit Goto Extras Lhtilities Settings  System  Help
& 3 dH @@ EEE BaNaa BEE @
Display HR Master Data
Personng 1435
Mame Rick Ramsey
EE group 1| Regular State E.. Pers.area HLE4 | Bradley County
EE subgroup LE | Employes Cost Center B27017 OF M BAADTO0
Addtl. Employes Data . Employment Issues . Career Management I [»]
Infotype text |E| |_| Period
| |Actions %Z o [*]| | @ Period
Fersanal Data & | Fom To
| |Qrganizational Assignment L ﬂ O Today 2 Curr.week
Compare the social security numbers (SSN) to verify there is a match.
=
Infotype Edit Goto Extras Systemn Help

& B A HI€ESa 8 EE S8 mas | EE 2 b

Display Personal Data

[EH][=][2]

{Personnel Mo} G35 Marne Fick Ra.|Status Withdrawn

EE group 1 Regular State Empl. Personnel ar HL12 Mississippi County

EE subgroup UE | Employee il e ——————

Start 04/22/1963| To 12/31/9998| Changed an 09/13/2004 RCWRIGHT
This is a former employee with a personnel number, so his information is entered
using the Rehire action in PA40.
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Rehire Action

A Hire Action initially creates the infotype records so the completed records are
available in the Rehire action. This does not mean all the information is correct. It
is very important to verify all infotype screens for accuracy!

Action Steps:

1. Enter PA40. <Enter>

ﬁ\ .

=

&% |Paan

Menu  Edit Eawvorites

1

Extras Systerm  Help

=R IR W - R

SAP Easy Access AASIS MENU

C3][=] [~ ][=]

I 1 Favaorites

= i SAP menu
[ Office
> [ Logistics
I O Accounting

I [ Human Resources

2. Enter the Personnel no.
3. Enter the hire date into the From field. Verify the hire date to ensure it is correct

before saving.
4. Select Rehire.

@ .

5. <Execute>

&

3 d U SE& SR ATman E

Personnel Actions

o= s

Personnel no. 2632

Fram amzrzaas{

Personnel Actions

Action Type _ IF'ersonn... IEE group IEE suhgr...|
| |Hire 4
| |Hire Board ornrmission Wembr
| |Reire:
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Actions (Infotype 0000)

Action Steps:

1. Select rehire for Reason for Action.
2. Enter the Position number.

3. <Enter> . The message below appears. <Green check mark> v .

(= Information

o iDefault wvalues are used

4. <Enter> . The system displays this message

|® Record valid frorn D6/26/2008 to 12/31/9999 delimited at end | jndicating that the
previous record’s end date is changed.

<Enter> .

<Save> to save the information.

& 3,4,5

= d%@ﬁlgﬁj[ﬁlﬁﬁﬁﬁllﬂl@

Copy Actions 6

I:H:' |@ Execute info group ||f Change info group |

FPers.Mao. 2632

Marne Freida Frank

EE group 1| Regular State Empl. Personnel ar FT36 Mt. Mebo State Park
EE subgroup UE | Employee SSM

Start D?I‘IEIEBDBtD 12/31/99889

Personnel action
Action Type
Reason for Action

Fehira ]

o1 Rehireéiz

Status
Customer-specific

4

Mo Concurrent Employment

Position

Personnel area

Ermployment Active e
Special payment Standard wage type e
—
| 2
Organizational assignment

22092023 PARK INTERFPRETER
FT3E hit. Mebo State Park

Employee group 1 Regular State Empl.

Employee subgraup LE Employee

Additional actions

Start Date |Au:t. |Acti0n Type |Au:tR |Reasnn far action
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Personal Data (infotype 0002)

Verify the personal information of the employee for possible changes.

Action Steps:

1.

2
3.
4

Enter information such as First name, Last name, Date of Birth, and SSN.

Check the gender information. The system defaults to female.
<Enter> to validate the information.

<Save> to save the information.
—

3
[ p— 2 IHCEee CHE Dhon 0F @

Change Personal Data \ 4

Fersonnel Mo 2632 Mame Freida .|Status Active
EE group 1| Regular State Empl.  Personnel ar FT36 Mt. MNebo State Park
EE subgroup UE | Employee 55N
Start o7 1552007 To 12/31/9983 | Changed on

Mame

Title & Mame Format

Last name Frank Birth name

First name Freida Second name

hiddle name Initials

Designation Mickname

Suffiz

Mame Freida Frank

1
7/ 2

HR data —

550 9895-03-1531 Gender Y

Date of Bitth 02/05/13968 ® Female O Male

Language English B

Mationality B

Marital Status Single B
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Organizational Assignment (Infotype 0001)
The work contract field is selected and the administrators are updated.

Action Steps:

1. Select the type of work contract.

2. Under Administrator, select the PersAdmin, Time, and PayrAdmin
administrators.

3. Under Additional fields, select Benefits administrator.

4. <Enter> . The system displays this message

||{E3I Record valid from 0B/26/2008 to 12/31/9993 delimited at end | indicating the previous
record’s end date is changed.

5. <Enter> to validate the information.
<Save> to save the information.

[6e— 45 -i@cee ClE Boos BE o6

Copy Organizational AssMent

6

Personnel Mo 2632 Marme Freida .|Status Active

EE group 1| Regular State Empl. Personnel ar FT36 hit. Mebo State Park
EE subgroup UE | Employee SEM 999-03-1531

Start p7i12/2008 tD 1273179983

Enterprise structure

CoCode ARK State of Arkansas Leg.person
Pers. area PT3E Mt Mebo State Park Subarea 0AL1 0T Std ASHE
Cost Ctr 443657 MIS Equip Trfs 936 Bus. Area 0200 DEFT OF PARKS AMD TO ..

Fersannel structure

EE group 1 Regular State Empl. Payr.area 11 Arkansas Bi-Weekly

EE subgroup  |UE Ermployee Contract 1000 Hours Y ear %Z

Organizational plan Adrministrator

Percentage 100. 00 | Assignment PersAdmin 102 | Connie Heflin

Fosition 22092023 PO3sC Time 102 | Cannie Heflin 2
FARK INTERFRETER Payradmin 102 | Connie Heflin

Jaob key 22114348 PO35C
PARK INTERFRETER

Exernpt &

Org. Lnit 21703271 FPr3vieb SF

Program Services bt M.

Additional fields
Benefits Administratar 102 Caonnia Heflin 3
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Monitoring of Tasks (Infotype 0091)

This infotype is optional. It stores additional data about the employee, along with
deadlines and reminder dates. Dates your agency may choose to monitor are:

e End of Probation, e Driver’s License Expiration,

e Catastrophic Leave, e End of Leave,

e DROP Start Date and End e Performance Evaluation Date
Date,

@ If no information is entered, click <Next record> @ to advance to the next infotype.

Action Steps:

Select task type.

Enter Date of Task. The reminder date defaults.
Enter Comments. (This is optional.)

<Enter> to validate the information.
<Save> to save the information.

S e

<Next record> to advance to the next infotype.

@ 4 N IE Qe DHE fhon AN @
Create Monitoring of Task&?
L

=]
Perzaonnel 6 2832 Marme Freida .|Status Active

EE group 1| Regular State Empl. Personnel ar FT36 Mt. MNebo State Park
EE subgroup UE | Employee 55N

—

Task 4 1
Task Type End of Prabatio g
Date of Task 11252010 Processing indicator Mew task

12|

L]

Rerminder
Rerminder Date
Lead/follow-up time

Comments
Conduct a six month reviewg
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Date Specification (Infotype 0041)

For a rehire, re-employment of retiree, or a hire from a non-participating agency,
adjustment of date types may be required. Career Service Date and Leave Accrual
Date must be adjusted based on prior years of service. If Leave Accrual Date is
left blank, a red error message displays and you will not be allowed to continue the
data entry process. If the dates are unknown, use the latest hire date. Contact
OPM to determine if these dates must be revised because they affect the length of
time employed for career service awards and leave accrual dates.

S.T.A.R. Employees

Upon rehiring a State Temporary Employee Active in Retirement (STAR), use the
next available field on this infotype, click on the drop down box, and select STAR
start date, and enter the STAR employee start date.

Action Steps:
1. Enter Leave Accrual Date and Career Service Date.
2. <Enter> . The system displays this message

IFB Record valid from 07/01,/2007 to 124319999 delimited at end | indicating the previous
record’s end date is changed.

3. <Enter> to validate the information.
4. <Save> to save the information.

& 2,3 o B C@@ S HE anaa EE @
Copy Date Specifications \ 4
L
Personnel Mo 2632 Mame Freida .| Status Active
EE group 1| Regular State Empl.  Personnel ar PT3E Mt. Mebo State Park
EE subgroup UE| Emplayee S5N 999-03-1531
Start p7i1242008 tn 1243179999

Date Specifications

Date type Date Date type Date
Z1 | Original Hire Date 07/ 01/2007 22| Career Senvice Date D?f12f% 1
Z£3| Latest Hire Date 07 /12,2008 24| Leave Accrual Date a7 f12/2008
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Addresses (Infotype 0006)

This infotype contains two subtypes: business address and permanent home
address.

@ Pointers:

e Address line 1 includes space for 40 characters.
e Key the zip code, without using a hyphen, i.e. 722012525.
e Address line 2 is no longer available for use.

Business Address

This infotype stores the employee’s business address based on the position’s
personnel area. If the personnel area is correct but the business address is wrong,
contact the AASIS Help Desk at 683-2255.

Action Steps:
1. Verify the business address and add the phone number.
2. <Enter> . The system displays this message

“_ﬁ:' Record valid from 07/07,2007 to 12/31/9999 delimited at end | indicating the previous
record’s end date is changed.

3. <Enter> to validate the information.
4. <Save> to save the information.

@%2,3 I @@e SRR anaa HE @
N
Copy Addresses \] 4
Personnel Mo 2632 Marme Freida .| Status Active
EE group 1| Regular State Empl.  Personnel ar PT36 Mt. Mebo State Park
EE subgroup UE | Employee 55N
Start IZI?HQIQDEIB to 12/31/9989
Address ™
Address type Business address p
i
Address line 1 #1 State Park Drive >. 1
Address line 2
City/county Dardanelle
Stateszip code AR Arkansas 7283_4/
Country Key USA it
Telephone Mumber
|
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Permanent Address

This infotype stores the employee’s permanent home address which is used for W-
2’s and for paper warrants (unless Direct Deposit is selected.)

Action Steps:

1.

<Enter> . The system displays this message

<Enter> to validate the information.
<Save> to save the information.

Enter the permanent residence (street, city, state, zip code, and phone
number.)

“_ﬁ:' Record valid from 07/07,2007 to 12/31/9999 delimited at end | indicating the previous
record’s end date is changed.

@23

a q@\|e@algﬁ[ﬁ|$ﬁ@ﬁﬁllﬂl@

Copy Addresses

N 4

Personnel Ma 2632 Marme Freida . |Status Active
EE group 1| Regular State Empl. Personnel ar PT36 Mt. Mebo State Park
EE subgroup UE | Employee S5N
Start 07/12/2009[=) to  [12/31/9999 N
Address
Address type Fermanent residence g
/o
Address line 1 32593 Marning Star road >—1I
Address line 2
City/county Dardanelle
Statedzip code AR Arkansas 72834
Country Key LIZA, it
Telephone Mumber /

Communications
Type
Type

Murnber
Murnber

Exte
Exte

January 2010
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Other/Previous Employers (Infotype 0023)

This optional infotype maintains information relating to the employee’s present and

previous employers.

@If information is not entered, click <Next Record> @ and Click Yes to
continue to the next screen.

|i|:D'E}{it current screen

Data will be lost.

® Do you still want to exit
the current screen?

| Ves | Mo ;

Action Steps:

1. Enter the Start /to date (this is the timeframe in which the person worked for a previous

employer), name, city of previous employer.
2. <Enter> to validate the information.
3. <Save> to save the information.

1

@— , | HABL 3 RIEHE Eho0 BE @@

Create Other/Previous Employers

Personnal No 2632 lame Freida .| Status Active

EE group 1| Regular State Empl.  Personnel ar FT36 Mt. Mebo State Park
EE subgraup LE | Employee 35N

Start [Pt [m

Other/previous employers 1

Emplayer

City

Country Key LSA
Industry [
Job

Wark contract

L]

(i
i

January 2010
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Additional Personal Data (Infotype 0077)

This infotype stores additional employee personal data related to Ethnic Origin and
Military Status. This information is very important because it is required for several
personnel administration reports such as EE04 reports to the Federal government
and to the EEOC (Equal Employment Opportunity Commission.) If the employee
has a documented disability, complete the Disability section.

Action Steps:

1. Enter the Ethnic origin.

1. Enter Military status and Veteran Status. If the employee has not served in the
military, select Non-veteran under Veteran Status.

2. <Enter> - The system displays this message
Iﬁ} Record valid from 07012007 to 12/31/8993 delimited at end | indicating the previous
record’s end date is changed.

<Enter> to validate the information.
<Save> to save the information. If no veteran status is entered, a

message box appears, <Green check mark> to continue.

EI:E’Infnrmatinn

@23,4 TeBl 5 @ cnE o000 DB @B

Copy Additional Personal Data

Perzonnel Mo 2632 arme Freida .| Status Active
EE group 1| Regular State Empl. Personnel ar PT36 Mt Mebo State Park
EE subgroup UE | Employee SSN
Start B7/12/2009 [ Ta 12/31/9899
J 1
Additional Personal Data /‘_
Ethnic origin YWhite/Mot Hispanic arigin [
[

Military status
[Cntedicare
[1Exempt from EED

“eteran Status Dizability
[1=pecial disabled vateran 2 [ Digability
[J*ietnam-era veteran Disabhility Date
[ Other Protected “eteran Date Learned
[ ran-veteran
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Residence Status (Infotype 0207)

This mandatory infotype stores Employment Eligibility Verification taken from the I-
9 Federal forms. If “Non-resident alien” is selected, complete subtypes US01 Visa

Information (US) and US02 1-94 Records (US) which appear next. This screen

must be completed and entries saved!

Action Steps:

1.

2.

Enter the residence status.

<Enter> . The system displays this message

Iﬁ} Recard valid fram 070172007 to 12/31/99939 delimited at end | indicating the previous

record’s end date is changed.

<Enter> to validate the information.
<Save> to save the information.

& 23| o (HC@e CHE snLn BE QR
Copy Residence Status ﬁ 4

EE subgroup

Personnel Ma 2632 Mame Freida .| Status Active
EE group 1| Regular State Empl.  Personnel ar PT36 Mt. Mebo State Park

LIE | Employee 35N

Start [B7/12/2008

12/31/89388

Personal identification

Residence status
IO type

Issuing Authority
ID" number
Issuing date

Expiry date

Citizen{ [ed

Employment werification

Wark Permit

Issuing Authority
YWark permit number
Issuing date

Expiry of WP

]

January 2010
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Planned Working Time (Infotype 0007)

This infotype stores the employee’s work schedule. The most commonly used

work schedule is automatically assigned to the employee based on the employee’s

group, subgroup, personnel area, and subarea. The Employment Percent field

defaults to 100% for the employee’s working time.

For employees who are part-time or extra-help (less than 100%), you must adjust
the employment percentage.

Action Steps:

1. Verify work schedule and make any necessary changes.

2 <Enter> This message appears |® Attention: Please check Basic Pay infotype (0003) |

3. <Enter> . The system displays this message

“_ﬁ:' Record valid frorm O07/01/2007 to 125319999 delimited at end | indicating the previous

record’s end date is changed.

4. <Enter> to validate the information.

5. <Save> to save the information.

Ee— 234 |[siEs s BoBRDiasDDoE

Create Planned Working Time

Work schedule rule
Time Mgmt status
Working week

[ Part-time employee

OPENDS

Open Schedule 8 hours

1 - Tirme evaluation of actual times

Sunday to Saturday

0T work schedule
Personnel Mo 2632 Marme Freida .. | Status Active
EE group 1| Regular State Empl. Personnel ar PT36 Mt Mebo State Park
EE subgroup UE | Employee SSM 999-03-1531
Start D?HEIEBDQTD 12/31/9999
—
Work schedule rule 1

i

4

YWaorking tirme
Employment percent
Diaily woarking hours
Wyeekly warking hours
Fonthly working hrs
Annual warking hours

Weekly workdays

100.

40,
173.
2080.

oo

oo

(G1E]
33
oo

.an

[ Dyn. daily work schedule

January 2010
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Basic Pay (Infotype 0008)

Basic pay verification is critical. A number of fields populate according to the
position number. You must select a reason code and verify the level number.

Action Steps:

1.

Select a reason code corresponding with the reason code selected for Action
(ITO00O0). Verify the level code, changing if necessary.

<Enter> . A message alerts the user to the annual salary amount.

I@ Annual salary will be changed to minimum from range (29 ,251.04 - 49 B32.58) - rule (0013) |

<Enter> . The system displays this message
Iﬁ} Record valid from O7/01/2007 to 124319999 delimited at end | indicating the previous
record’s end date is changed.

<Enter> to validate the information.

<Save> to save the information.

@234 | @A DnR 8000 D 06
- 5
Copy Basic Pay > ]
| Salary arnount || Payments and deductions |
Personnel Mo 2632 Marme Freida _|Status Active
EE group 1| Regular State Empl.  Personnel ar PT36 ht. Mebo State Park
EE subgroup UE | Employee SSM
Start B?HEIEDBQTD 12/31/9988
Subtype ] Basic contract ]
Salary % 1
Reason 13| Mo Salary Change Capacity util. leval 100 . 60
PS type 01 Classified Wyark hours/period 80. 00 |Bi-weekly
PE Area 03| Career Service
FS graup C115 Lewvel |01 Annual salary 29,251.04 |USD
- - =l
Wia... |Wage Type Long Text |O..|Am0unt |Curr... |I |A..|NumberfUn|t |Un|t
1080 Hourly rate 14 0630 USDM
USDR
LIS0M
USDR
USDR
USDR [=]
USDM =]
(]l [ |[<][+]
Iv [88/24/2008 | - [12/31/8889] 4| »] 14,0830 [USDN | [E  Payroll Simulation |
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Bank Details (Infotype 0009)

Verification to ensure the accuracy of the bank details infotype is required in order
for the employee’s pay to be transferred to the correct account. Any questions
regarding direct deposit should be forwarded to OPM State Payroll.

, The following fields must be entered when an employee is paid via direct deposit:

e Bank Details Type (main bank)

e Bank key (bank routing number)

e Bank Account Number (cannot exceed 13 digits)

e Bank control key (type of account: checking or savings)
e Payment method defaults to D (direct deposit)

Action Steps:
1.
2. A Find Bank box appears. Enter the name of the city or the name of the bank,

and <Green check mark> .

In the Bank key field, enter the routing number or click on the drop-down box.

ilf'. Find bank
Eank Country us
Bank Key
Bank name
ity ittle Rock

EBank number
SWWIFT code
Eank Branch

500

3. From the list of banks, highlight the bank. <Green check mark> .
Important: Verify that this number matches documentation (routing number,
bank name, city) provided by the employee.

BN = Eank Data (13 2= Entries found

—
Ctr){Bank Hey [Name of bank |House number and st...| City |Bank E
= Jd 12015265 MMighty PMoney Bank of Arkansas 55 MMegabucks Dr. Little Rock
= o O0103=232 MAualti MMillionaires Bank & Trust 2799 Solden Brick Road Little Rock
= Checkbouncers Bank of Arkansas 2721 Highrollers Lane Little Roclk
L= Filthy Lucre MNational Banlk 253535 Sawbucks Auwve Little Roclk
L= Os320 Loot HKeepers Bank of Arkansas =95 Treasure Trail Little Roclk
L= Os4005 Farsimonial Bank and Trust 22 Tightwad Road Little Roclk
L= Os410251 Cash Heepers Bank of Arkansas 25 RPiggybank =St Little Roclk
L= O54103367 istfullo Dollars Bank and Trust Co. 25 Eastwood Lane Little Roclk
L= 081509290 storiches Bank of Arkansas 85588 MMoneypenny Sove Little Roclk
L= O81518375S rs eepers Bank of Arkansas 2 Losersweepers Lane Little Roclk
L= Oosz2o07791 rinmo Bank of Arkansas FF Casherino Circle Little Roclk
U= Os2a901020 Dallan = Bank of Arkansas BES Dallar Sign Dirive Little Rock
U= Os290107°5 Daollars lore Bank and Trust Co. 12 Dollarvway Place Little Rock
U= 0Os290126E Plenty Eank of Arkansas 29 Bigbuck Rd. Little Rock
U= 052901774 k of Arkansas S5 MMoneybags Dr. Little Rock
U= Os2974332 ational Bank 857 Lincoln Awve Little Rock
U= oOsa4101514 Big ELsl B Sweetcash Dro Little Rock
L= 1111013903 Ao v Lowvers Bank 5995 Sreedy Lane Little Rock
U= 253272070 ™ weau Riche Bank of Arkansas 55 Bewerly Hillbillies Awve. Little Rock
U= 251573042 ollar Dealers Eank 55 Wwooden Mlickels Dr. Little Rock
L= 281573288 Insider Trading Investrment and Banking Co. 5588 Shady Lane Little Roclk
L= 2813973558 MManywarmpurn Bank of Arkansas 2121 CSasheroo Awve Little Rock
U= Zs4170141 Pot O Sold Bank and Trust 95 Rainbow Rd. Little Rock
s 301177713 wWorkers and Slackers Credit Llnion 29 Lazy Avenues Little Rock
L= 999999992 Arvkansas State Treasury State Capitol Little Rock
(Emjara I 1[«]1[»>]
25 Entries found [ [

January 2010
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4. Enter Bank Account Number.

5. Select Bank control key. This field defaults to checking.

6. <Enter> . The system displays this message
Iﬁ} Record valid from 07012007 to 12/31/9993 delimited at end | indicating the previous
record’s end date is changed.
<Enter> to validate the information

8. <Save> to save the information.

6,7 Bl < |

QLoCERE D0L0 BE @

Copy Bank Details

18

Personnel Mo 2632 Marme Freida ..|Status Active
EE group 1| Regular State Empl. Personnel ar PT36 Mt. Mebo State Park
EE subgroup UE | Employee S5N
Start IZI?HQIQEIBBtD 12/31/99388
Bank details
Bank Details Type Main bank B
Fayee Freida Frank
Fostal code / city 72834 Dardane
= 1
Bank country LISA, >
Bank Key 054101514 Big Buck Bank
Bank Account Mumber BA87 433588 Bank contral key CHECKMNG ]
FPayrment method D ACH Payment for PayT 4
FPurpose
FPayrent currency usn
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Residence Tax Area (Infotype 0207)

This screen lists the employee’s state of residence for tax purposes. If the
employee does not live in the State of Arkansas, the only selection option for this
infotype is Federal. If tax area for Arkansas or Texarkana, Arkansas is selected,
the Federal tax defaults.

Action Steps:
1. Verify the information.

2. <Enter> . The system displays this message

IFD Fecord valid from 07012007 to 12/31/2993 delimited at end | indicating the previous
record’s end date is changed.

3. <Enter> to validate the information.
4. <Save> to save the information.

MRT_?)‘:' A HCEQ EREEDO0n EE |
Copy Residence Tax Areaﬁ 4

Fersonnel Mo 2632 Mame Freida .|Status Active
EE group 1| Regular State Empl.  Personnel ar FT36 Mt. MNebo State Park
EE subgroup UE | Employee 55N
Start EI?HQIZEIEIQ'[D 1273179999
1
Resident data Z,
Tax area AR State of Arkansas

Tax Authonties in Area

Tax...lDescriptiun |T...|Descriptinn | |

AR Arkansas E State
FED Federal A Federal
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Work Tax Area (Infotype 0208)

This infotype records the amount of time, throughout the tax period, an employee
spends in each locality other than their Residence Tax Area (IT0207).

Action Steps:

1. Verify information and change if necessary. Defaults are from Resident Tax

Area.

2. <Enter> . The system displays this message

Iﬁ} Record valid from 07 /01,/2007 to 124319999 delimited at end | indicating the previous

record’s end date is changed.

3. <Enter> to validate the information.
4. <Save> to save the information.

m = ﬂ@kl@@@l@[ﬁ][ﬁl@@ﬁ@l@l
N——

Create Work Tax Area \ 4

Fersonnel Mo 2632 Mame Freida .| Status Active
EE group 1| Regular State Empl.  Personnel ar FT36 Mt Nebo State Park
EE subgroup LE | Employee 35N

Start D?f12f2809t0 1273178889

1

Wark tax data —

Tax Area AR State of Arkansas

Allocation 100,000 %

Tax Autharities in Area

Ta}{...lDescriptinn |T...|Desu:riptinn | |_|

AR Arkansas B State |_|
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Unemployment State (Infotype 0009)

This screen records the state responsible for paying the employee’s unemployment
insurance. On this infotype, if your agency utilizes the Worksite field and the
worksite you need is not included in the drop-down list, contact the AASIS Help
Desk at 501-683-2255 to have the work type added.

Action Steps:
1. Verify information and change if necessary — (defaults from Resident Tax Area.)

2. <Enter> . The system displays this message
Iﬁ} Record valid from 07 /01,/2007 to 124319999 delimited at end | indicating the previous
record’s end date is changed.

3. <Enter> to validate the information.
4. <Save> to save the information.

[e— 23 so@jcee onE B00 004

\'_
Create Unemployment Stat®, ,
L |
Personnel Mo 2632 Mame Freida .|Status Active
EE group 1| Regular State Empl.  Personnel ar PT36 hit. Mebo State Park
EE subgroup UE | Employes 5N

Start a7 /1272009 to 3 1./9993
1
N

Unemployment data
Tax authority AR Arkansas

Wiorksite

Withholding Info W4/WS5 (Infotype 0210)

This infotype stores the information presented by the employee on the W4/W5
forms. This information is used by payroll to calculate withholding tax. The screen
will appear twice: first, for State withholding information, then for Federal
withholding information.

The Dependent allowance field must reflect the number of dependents the
employee is claiming on the withholding form. If the employee elects to withhold
additional amounts from their pay, enter the dollar amount in the Additional
Withholding field.

Only two groups of employees are eligible for exemption from Arkansas income tax
(Arkansas Acts 48 and 177 of 1977). These include employees living within the
city limits of Texarkana, Arkansas and employees living within the city limits of
Texarkana, Texas.

Employees living within the city limits of Texarkana, Arkansas do not have to work
in Texarkana, Arkansas, or Texarkana, Texas in order to qualify for this exemption.
In fact, no limitations exist as to where they may work.
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On the other hand, employees working within the city limits of Texarkana, Arkansas
but do not live within the city limits of Texarkana, Arkansas are not exempt from
Arkansas income tax. For example: an employee living in Hope, AR but working
within the city limits of Texarkana, AR, is not exempt from Arkansas income tax.

Employees living within the city limits of Texarkana, Texas must work within the city
limits of Texarkana, Arkansas to be exempt from Arkansas income tax. These
employees are not exempt from Arkansas income tax if they work anywhere else in
Arkansas. For example: an employee living in Texarkana, Texas but working in
Magnolia, Arkansas is not exempt from Arkansas income tax.

If an employee elects to have additional money withheld for either state or federal
taxes ensure the amount is placed in the Additional Withholding field and not in
Exemption amount field. If an employee is exempt, use “R” in the Tax exempt field.
Contact OPM/State Payroll Systems with any questions concerning this infotype.

Action Steps for State:
1. Select filing status.
2. Enter the employee’s allowances and/or additional amounts, if applicable.

3. <Enter> . This dialog box appears.

[= Dizplay logs =1

Type|Message Text 1
A wWithholding information is optional for tax authority

S =10

4. <Enter> again. This message appears.

||_£:} Withholding information is optional for tax authoaority |

5. <Enter> . The system displays this message
||G:I Recoaord valid frorn 07/01,/2007 to 12531/9999 delimited at end | indicating the preViOUS

record’s end date is changed.

6. <Save> to save the information.

3,4,5 DO e@e SR B e oaa FE @
Create Withholding Info “\I4IW5 us
FPersonnel Mo 2632 e Freida .| Status Active
EE group 1 Regular State Emp 6 onnel ar PT38 kt. Mebo State Park
EE subgroup LUE | Employee
Start oFf1z/z2008 to 12731/9993

Status

Tax authority AR Arkan Tax level B State
Filing Status 32

Exemptions

Allowances Exemption amount

Additional allowance dditional exemption amount LSD
FPersonal allowance
Dependent allowance

Tax exempt indicator

Withholding adjustments /
Additional withhaolding =0
Default formula 1 %WITHHOLDING FOR Alternate formula
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Action Steps: For Federal

1.
2.

Select filing status.
Enter the employee’s allowances and/or additional amounts, if applicable.

<Enter> . The system displays this message
Iﬁ} Record valid from 07/01/2007 to 12/31/9999 delimited at end | indicating the previous
record’s end date is changed.

<Enter> to validate the information.

<Save> to save the information.

Create Withholding Info\ﬂ(thHS us

5 ]

Personnel Mo 2632 Marme Freida .| Status Active
EE group 1| Regular State Empl. Personnel ar PT36 Mt. Mebo State Park
EE subgroup UE | Employee S5N
Start o7 /1242009 to 12431789583
Status
Tax authority FED Fede Tax level A| Federal

Filing Status 22 [=) 1

Exemptions
Allowances e
Tax Exempt Indicator 2 IR mandates
/
//
Withhaolding adjustrments
Add. withhalding LIsD [ Man-resident tax calculation
Default formula 1| PCT MTHD-RES. U Alternative formula

W5 filing status
EIC status
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Family Member/Dependents (Infotype 0201)
Agencies may want to enter family information for emergency contact. This screen
is optional. The primary purpose for this optional screen is for benefits enroliment.

@If information is not entered, click <Next Record> @ and Click Yes to
continue to the next screen.

|i|:D'E}{it current screen

Data will be lost.

® Do you still want to exit
the current screen?

| Ves Mo

Action Steps:
1. If required, enter the information.

2. <Enter> to validate the information.

3. <Save> to save the information.

G_— , | 2B G, pIEERB SR O8 FHE @B

Copy Family Member/Dependents

Fersonnel Mo 2632 Mame Freida .| Status Active
EE group 1| Regular State Empl.  Personnel ar PT36 Mt. Mebo State Park
EE subgroup UE | Employee 55N
Start III?HZIZEIEIQTD 124319993
MWember Emergency contact [ Mumber a1
Last name Frank {
First name Fred
Gender O Female @ hale
Telephone number
Street
Addr Line 2
City/State
Lipfcountry

January 2010 2-25



AASIS Service Center

Communication (Infotype 0105)

This optional infotype houses the employee’s user ID after it has been set up and
assigned by the AASIS system.

Action Steps:

1. To complete the Hire Action on this employee, click on the subtype from the
pop-up screen or use the “X” to cancel this screen and return to the Master
Data menu.

& A HCE@ BB SDO80 EE @
Copy Actions

DD |@ Execute info group ||é’ Change info group |

Pers Mo 2632
MName Freida Frank

EE group 1] Q= Subtypes for infotype "Communication” (1) 26 Entries found
SRRt P Fciicions |
Start o7/ =
——v|m|u[m&E] [aE
Fersonnel action
Action Type STyp |Name |
Reason for Action 0001 | System user name [(SY-LINAME) (=]
0002 SAP2 [+]
0003  Metpass
status 0004 TS0
Customer-specific 0oos  Fax
Employment 0006 “oice mail

The following message appears after returning to the Actions screen.

I@ Infotype 0105 was skipped hecause no subtype was chosen
L

Congratulations! You have completed the rehire process.
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Re-employment of Retiree

OPM oversees the rehiring of a retiree. Upon determining a retiree is going to be
re-employed, the agency must verify prior employment and contact OPM to
determine the revised Career Service Date and Leave Accrual Date.

Personnel Actions
A number of infotype screens are already populated. This does not ensure that the
information is current and accurate. Verify each infotype screen!

Action Steps:

1. Enter the personnel number. <Enter> .
2. Enter the From date. Verify the date of hire before saving the screen.
3. Select Re-employment of Retiree action.

4. <Execute> @ .
& 3 dHICE@ SEE anLa0|EE
Personnel Actions
4
]
Personnel no. 533
Marme Dally Darton
EE group 1| Regular State E..  Pers.area HL17 | Johnson County
EE subgroup LE | Employee Cost Center 27017 OFM BAADIOD
Frarm 07 /2687200
2
Fersannel Actions ﬂ‘
Action Type |F'erscunn... |EE group |EE subgr...l m
_Hire [+]
| |Hire Board or Commission Mermbr [+]
_Rehire 3
| |Rehire Board/Comm Mbr
Re-employment of Retiree:
Change in Pay/Posn Attributes
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Actions (Infotype 0000)

Action Steps:
1. Select rehire as the Reason for Action.
2. Enter the position number.

3. <Enter> . This message appears.

[= Information

&P Defadii vallies are used by fhe position

4. <Enter> . The system displays this message
"@) Fecord valid from 12/09/2003 to 12/31/9999 delimited at end |

previous record’s end date is changed.

indicating the

<Enter> to validate the information.
<Save> to save the information.

% D IH @@ CHE anos BE @
Copy Actions A

6

DD |@ Execute info group ||; orrange info group |

Pers.Mo. 533

Mame Lolly Darton

EE group 1| Regular State Empl. Personnel ar HL17 Johnson County
EE subgroup LE | Employee 55N

Start 07 /2672009 tu 12/31/99598

Personnel action

Action Type Re-employment of Retiree B

Reason for Action [ER RehkﬁT

Status

Customer-specific Mo Concurrent Emplayment g

Ernployrment Active B

Special payment Standard wage type B
J2 ]

Organizational assignment

Position 220892857 COMSTRUCTION INSPECTOR

Personnel araa PTOS|  Central Office

Ermployes group 1 Regular State Empl.

Employes subgroup UE Employes

Additional actions

Start Date |Act. |Ac:ti|:|n Type |Ac:tR |Reasnn for action
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Personal Data (Infotype 0002)
In this section, check the name of the employee for possible changes.

Action Steps:

1. Enter First name and Last name.
2. Enter information i.e. Date of Birth, or SSN.
3. Check the gender information because the system defaults to Female.
4. <Enter> to validate the information.
] . .
5. <Save> to save the information.
JR—
@— 4 | il e CHE D000 BAE QB
Change Personal Data \
5
Personnel Mo b33 Mame Dolly D. | Status Active
EE group 1| Regular State Empl.  Personnel ar HL17 Johnson County
EE subgroup LIE | Employee 55N 999-19-2034
Start 04/22/1963 Tu 12/31/8983| Changed on 091372004 RCWRIGHT
Marme
Title | Mame Format
Last narme Dartan <!Z Birth name
First name Dolly Second name
Middle name Initials
Designation E Mickname
Suffix E
Marme Dolly Darton
HR data
55N 099-19-2034 2 Gendar
Date of Birth 0472271963 @ Rgmale O Male
Language English g8 N
Mationality g 3
Marital Status Single B
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Organizational Assignment (Infotype 0001)

There are special Work Contract fields for rehired retirees. An employee cannot be
enrolled in a retirement system from which they are already drawing benefits. Two
work contracts for rehired retirees are:
e RehirRet 1000YR -- A full time rehired retiree who retired in the same
retirement plan of the hiring agency and works 1000 hours or more per year.
This employee is eligible for enrollment in health and life plans but will not

qualify for retirement benefits.

e RehireRet<20 WK — A rehired retiree who retired in the same retirement
plan of the hiring agency and works less than 20 hours per week. This
employee is not eligible for retirement, health, or life benefits.

Action Steps:
Select the type of work contract (see note above).
Under Administrator, select the PersAdmin, Time, and PayrAdmin

1.
2.

administrators.

Under Additional fields, select Benefits Administrator.

<Enter> . The system displays this message

||TB Recard valid fram 12/09,/2003 to 12/31/2999 delimited at end |

record’s end date is changed.

<Enter> to validate the information.

<Save> to save the information.

indicating the previous

| —
EOE STAElS 6 P oRE Seon OE On
Copy Organizational Assign}ﬁt

533
Regular State Empl.

Ferzonnel Mo Mame
EE group 1
EE subgroup

Start

UE | Ermployee SSM

07 /26/2009 [=)to

Fersonnel ar

12/431/9999

Dolly D
HL 17

999-19-20354

Status

Active

Jdohnson County

Enterprise structure
CoCode ARK
Fers. area PTOS
Cost Ctr 444272

State of Arkansas
Central Office
P& DGR

Leg.person
Subarea
Bus. Area

(o Ny |
[El=lElE]

OT,5td ASHE
DEPT OF PARKS ARD TO .

Personnel structure
EE group 1
LE

Regular State Empl.

EE subgroup Employee

FPayr.area
Contract

11 Arkansas Bi-Wveekly A 1
1000 HourssY ear

Organizational plan

Administratar

Fercentage 100, oo | Assignment | FersAdmin 104 | park Steindl
Positian 22092557 1290 Tirme 105 | Gloria Robhbin 2

CORSTRUCTION INSP . Fayr&dmin 107 | Joyce Stuart
Jdob key 22114176 X129C

COMNSTRUCTION INSP .. —J
Exempt ]
Org. Unit 21703302 FP&0D Eng GR

Planning & Developrme

I_
~ 3

Additional fields

Eenefits Administratar 120

Shirley ki Gardner
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Continuation of the Rehire of Retiree Action

The Re-employment of Retiree action is basically the same process as entering a
Rehire action except for the special work contract field for the Organizational
Assignment infotype. From this point forward, the remaining infotypes are the
same as those in a Rehire action. The next screen is Monitoring of Tasks (Infotype
0019) which is on page 12 of this current chapter.

Congratulations! You are well on your way in completing the rehire
process for the re-employment of a retiree.
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